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Titds II of Public Law 763, 83rd Congrass, approved 1 September 195k,

clted as the "Fedoral Ewployees Pay Act Amendments of 1954®, nrovides for
substantial increasse in overtiiw compensation, effective at the begiming
of the first pay period which begins aftor 31 October 1954, As funds are
not evailable ts supplement sllotments mede to esch a?fice for Ol Personal
Servises to cover such incrcased costs as may develop, it ie considenéd
nsgescary thet a re-manination be nade a¢ internal offiece policies as to
the authorization and approval of overtime,

2, PURPOSE

The purpose of this netice is to (a) ostablish overtime and holiday work

SECRET

poliey with respect to the authoriuation, cortification, reporting, and pay-
ment of overtime and hollday werk performeds (b) set forth the responsibilities
of the heads of offices and subosdinate supervisors who are delegated gdw
ninistrative responsibllitiss with respsct theretos and (¢) to outline genoral

eperating procedures that will provide controls in administering overtims
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SECRINE
DEFIITITIONS
Overtime VWork = A1l hours of work officially authoriged and requested

to be performed in excess of forty hours in ary administrative work
weel sball be considered to be
averiime work, |

Heliday Vork - Al work not exceeding eight (8) howrs performed on

which is not overtime work as defined above
a holiday designated by Federal statute cr Exesecutive Ordex/s shall be

considered as holidasy work,
Authorisation - Authorization as used in this Notice signifies the

granting of permission by office heads to inecwr expense in the pere
formance of owvertime or holiday work which is necessary during a

gpecific period, ‘

Approval - Approval as used in this Hotice is the signing of the

cvertime and/or holiday work repert by the superviser certifying

that such work has been performed pursuent to prior authorization

and that the erployees naned in the report are entitled to the ape
propria:be conpensation in the form of owertime ar hollday pay or comw
pensatory time ofi' in lieu thereof.

Office = Of;t‘ice, as used in this uotice, means Senior Stalfs or Area
Divisions under the jurisdiction of the Deputy Director (Plans), offines
under the jurisdiction of the Deputy Director (Intelligence), admimis-
tra.tﬂ:;m offices under the jurisdiction of the Deputy Director (Administra-
tien), the Offiece of Persomnel, the 0ffice of Commications, and the
Office of Training.

Diployee = The word *enployee as used in this Notice shall be com=
strued to includs all (1) staff persomnel (enployees and asente) and

(2) cantract persomel (erployees and agents) when their contracts _
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provide that they will receive overtime and holiday compensation
on the same basis as staf? perscnnsi, |

L, POLICY |

8, Overtime and holiday work shall be performed only when work requirew
ments camot be satisfactorily completed within the regularly pre-
scrlibed tours of duty. )

b, When an employee is required to perform overtime or hoiiday work, he
will be reimbursed or othoywise compensated for such work at the rates
ostablished by law and subject to the limitations provided by law,

¢. Overtime and holiday work shall be authorized and approved f?r whale
hours, Payment will be oaputed for sach whole hour of work, and come
pensatory leave in lieu of overtinme caupensatiom will be recorded for
each whole houwr of wark, Payment for overtims and holidsy work pere
formed or compensatery time off in lisu of overtime shall not be allowed
unless the work is required, has been authorized prior to its perfornence,
and the employes coneerned has been specifically ordered to perform the
work.

do Authorization to perform overtime or holiday work shall be evidenced by
the execution of the form "Request for Authorization of Overtime and
Holidey Vork® (Attachment A), This authorization must be obtained :!.n ad-
vance of the expense being incwrred, except in unususl circumstances when
it is possible to obtain only verbal approval in advance, In such event,
tha foma;l. authorization shall be execcuted promptly thereafter to cone
firm the verbal authorization,
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provide that they will receive overtims and holiday sompensation
on the sams basis as staf? personnsl.

L, POLICT |

a, Overtime and holiday work ahall be performsd only when work requive-
ments carmot be satisfactorily completed within the regularly pre-
sexribed tours of duty, —

b. Uhen an employee is required to perform overtime or holiday work, he
will bs reiwbursed or otherwise compensated for such work at the rates
established by law and subject to the limitations provided by law,

C. Overtime and holiday worlk shall be authorized and approved £9r vhale
hours, Payment will be computed for each whole hour of work, and come
pensatory leave in lisu of overtime coupensation will be recorded for
each whole hour of wark., Payment for overtime and holiday work pere
formed or compensatory tine off in lisu of overtime shall not be allowed
unleass the work is required, has been authorised prior to its performnee;
and the employee concerned has been specifically ordered to perform the
work,

do Authorization to perform overtime or holiday work shall be evidenced by
the execution of the form "Request for Authorization of Overtime and
Holidsy Work" (Attachment A), This authorization must be obtained :In ad-
vance of the expense being incurred, except in unusvel circumstances wﬁsn
it is possible to obtain only verbal approval in advance, In such ewent,
the formal authorization shall be exccuted promptly thereafter to con-

firm the verbal authorization,
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Within the linitations stated in pavagraph Lf bolow, sompensutory
tine off in Meu of overiims co pensation sredited to a MlR—ting
eployes in accordanse with par-greph 5 balow may be used at such
times and in such amounts as leral wark conditions permit, While
itkdwinuethnbbegi.veanMtytomM.scmaw
towluvoatathudesimdhy!ﬂm,ﬂummwemw
tive of the spervisar to meke the final decisicn as to when sush
lsavo is to be umsed.
Compensatory lsave shall be gcheduled to be telsn &5 scon as
preaticebls after 1t has bemn earned but mot leter than the end of
the leave year following the lsave yeer in which it wes earned, If
an -iplayea has boen denled cpportunity to use cozpsmestory leave
during this pariod because of any condition related to bis eploynemt
with the Agenay and beyond his gomtrol, he shzll be paid for the
overtine at the overtims rate of pay whish sppiied st the time the
overtine was performed, In the event of desth or scparatium of an
axployee, any wmliquidated cospensatory lasve to his credit which ke
bas besn denied opportunity to une shall be paid for at the evertime
rmawuuﬁnppnwwthetﬁmthommmfamdg
Hours spent as a studemt mmmmwmmtiﬂtm
shell be considered as hours of work in determining whethar an
exployes hes worked the official workwesk of forty hours but way
Mhmﬁuﬂubmﬁmmfwmwaromm”w
corpensatory lsave, Requests for wweption to this policy will be

el

SPORET

Approved For Release 2002/01/23 : CIA-RDP78-04718A001100130028-7



Approved For Release 2002/01/23 < GClARDP78-04718A001100130028-7

farwarded through normel chemmels to the Director of Tredning for

reoomiendation end concurrence and to the Deputy Director (Ageinise

tration) for spprovalo
So CQMPTESATION
Puployees shall be compensated for officially suthorized overtine and
holiday work as fallowss
e, Overtime

(1)

(2)

(3)

An ewplayes in grads (5<10 or below shall be pald overtime
ooipensation in escordamce with the rates and linitations
provided by lsw o may, if he requests it not later thin the -
mdofthépayperiodinﬂxichﬂmawﬁimmwoﬁmd,be_
grented compensatory time off from his scheduled tour of duty
in lieu of psymet. Compensatory ¢ime off will be grented fer
ean amount of tims equal to that spent in overtime worke

An eaployes in grade GS<11 or above will be grauted compemsatory
time off in ligu of overtime pey for overtime work within the
smonts permitted by lsw, When the head of the office oondermed
esteblishes that it is mot feesibls to grent caspensatory time
off to an smployoe in this grude renge, he will authorize pay-
ment of the appropriate owertime rote within the limitations
provided by law,

Any wnacheduwled svertime work performed by an axployes on & day
when no work was schedulaed for him or for whish he is ealled
back to his place of omployment shall be cmsidered to be ab
least two howrs in duretion.

8 a
SECRET
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(1) A1) holiday work shall be cumpensated at the rate of basic come
pensation of the employee performing suwh work on & holidsy
plus premium campensation at a rate equal to the rate of basic
compensation of sush eployeso

{2} Ary amployse who is requived to parform any work on a holiday
shall be compensated for at least two hours of worke

(3) Overtims work on holidays ghﬂlbemmmdinmoordawe

| uith the provisions stated in S.%., abw¥eo

LMMITATION ON CQUPERSATION

mmwmcwmmmpﬂdwwmm

shose rate of basic cxxpensetion equalse or exoeads the maximm
schaduled rate of basio mmmm provided for grade G5<15. At
tho effestive date of this notise; this rete is $11,800 per sanus,

or §453.85 per bi-weokly pay period.

Jn the case of an snployes whose rate of basle compensation is less

than the meximam echoduled rate of basis compensation provided for

08<15, overtins or lwlidey eompensation may be peid only to the extent

thet such psyment would not cause lds sggrogste rate of ocsipensation

forthtwmﬁndtomodthemimmmﬁthnmm

to any pay pericd (owrrently §i53:85)c

HESPONS IBIIITIES

(1) It shall be the reeponsibility of the office heed concerned oF
biz depuly to Teview each "Request for Authosrization of Ovartime

end Boldday Work" submitted by components under his Jurlsdictism
snd, 1f Justified, to suthorisze the work to be performed provided
-~

SECRET
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that fupds €re aveilebls to psy for such worko This euwtbhority
eennot be rsdelegatedo
(2) Office heads shall give considerstion to adjusting the tour
of duty in those cases where overtime can be reduced by
achsduling tours of duty for perieds other than those pru-
garibed in Agency Begulstion] 25X1A
(3) Ofiice heads will designate within their respective jurisdio~
tione the supervisory level which will exercise the suthorities
and responsibilities defined in peregraph 7o below,

@?°
SICREY
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b Jupervisorg

\

(1) Supervisors ars vesponsible for scheduling the work which

{2)

(3)

(4)

thay are asalgnad g0 that it may be émplatoa during regular
vork hours. In eatablishing the tm for comploting sc.hedulﬁ
work, consideration should de given to the time required to
completo the assigmment in relation to the regularly scheduied
tour of duty.

Supervisors are responsible fér making the determination ’fag
to vhether work assignsd ocen or cannot be completed by the
gohaduled time of completion during regulsr work hours end,
whers required, shall indtiate ths "Requast for Authorization
of Overtime and Holiday Work."

Suervisors are responsible for ths maintenance of acourate
reccrda oovering overtime and holiday work and shall certify
as to ths vork performed on the raport as prescribed in paras
graph 8, below.

Supsrvisors ere responsible fer insuring that employees under
thelr Jurisdiotion are afforded an opportunity to use ocompens
satory leavo. When 4% has besn impossible ¢o permit such
opportunity, the appropriate supsrviser will so certify to the
6ffioa hsad concerned as a basia for authorizing overtime

peyment in acoordancs with paragraph 4f sbove.

uoe of overtime and holiday work and for making periodic
reports axd recommendations par&i:ﬂng thareto to the Director,
Deputy Directors, and &f'fioe heads,
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SEGHET
] ' B, FROCEDIRES
{1) When overtime or ho)jday work is required to be performed, the

supervisor responsible for pcheduling the work shall initiste
the requsat for authorization on the form pmsmﬁéd rm" such
purpoge (Attachment A). Authorizaticns for overtime or holidsy
mkshanbgumuadtomapoﬂcdmtind#duaorfm
bi-weekly pay periods or the equivalent therecf, The requost
should olearly indicate the requirements broken down by pey
period; the eatimated mmber of man-hours and mumber of
employess, and a statement of justification olearly indioating
the purpose for which the overtime and/or holiday work is to
be used, the type of persommel involved, and the reason viy
the werk oammot be acoomplished within the regularly prescribed
work hours. The mmber of man-hours and mwmber of employeses
vill represent an estimate, but each office must review the
vequirements corefully in order to develop as acourate a
foarecast as possible. Consideration should be given to anti-
oipated variations in workload, persomnel lesave schedules,
and other factors which may oauss fluctuations from pay porioa
to pay period, '

(2) Separate requests shall be prepared for employses on the

vouchered and the uvnvouchored ﬁm‘du' payrollse
{3) Tho request ahall be asigned by the superviser and forwarded

through normal adrinistrative chammels to ths offics head o
his daputy.
- {4) The request form shall bs prepaved in quadruplicate for

mgva
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{5)

(2)

dietribution as follows:

{(a) The originel (signed) for the appropriate payroll offics.

{b) A mnromd(te;m signature)oopy for the office Budget
and Fisoal Offioers.

(o) A conformed copy for the Division ﬁ.leae

(d) A conformsd oopy %o be retainad by the supervisor.

When an overtime estimate involves a period overlapping the

end of the fiseal Joar, esparate requests ghall bo propared

to cover the period through 30 June and the period begimning

1 July,

If' it appears necessary to incrosase an estimate already

authorized, a supplemental request must be submittsd rromptly.

Supervisors will maintein an adsquate chock m‘hu to insure

that all overtime and/ar holiday wark olaimed by employees
urder their jurisdiotion wes actually worked and will maintain
& rogord of puch work, Mo formal record iz prescribed but

A% 1s suggested that a simple 1isting be maintained showing
date, nams of employee, hours worked, and the indtials of“eadt
cmploym' to confirm his rwoord,

At the end of each pay period, a "Repert of Overtims and
Holidey Work Porformed® (Attachment B) shell be prepared and
reviewed by the appropriats supsrviscr %o deotermine that the
Teport is corrects The supervisar's sigmature on this report
constitutes appm of the vork psrformed end a bagis fop
conpansation vither as gvertime pay e compensatory time off,
as inMoated, anmamnbarmmmuntmm

Approved ¥ ﬁmﬁoﬁ?ﬁz?ggkfﬂﬁ%m &R0 eTertivecem/or holiday
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work on the time and allendancs reports as ccuponsation o

be pald or credited as compensatery leave.

(3) The original signed ocopy of the Request for Authorisation
of Overtime and Boliday Work shell accompany the "Time and
Attendance Report® when it is tronamitted to the aprropriste
payroll offioss When mere than one pey pericd is involved
in a single request, the requsst shall be trapsmitted with
the Tims and Attendanoe Reperis forwarded to the peyroll
offips for the first pay periocd eovered by the request.

9. EFFECTIVE DATE OF NOTICE

The policies, responsibilities, and procsdures set forth in
this notics vAll be effsctive at the beginning of the first ey
poriod vhich beging after 31 Ostobor 1934,
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- REQUEST POR AUMDRIZATICN OF OVERTIME AND BDEIDAY WORE
0 {go¢ 168 WaED1s = - . %mm FEROISIED
(FROV Jnnemany eVrvasL - m 8
:' w 1
PAY_PERIOD. ESTINAVED WhBER |
_BEBLIMING REDLNG. oS D068
JUSYIEIGATION

INDICATE, COIISELY QU ADEQUATELY, GURFGEE FOR WWUCK GVERTIYE 13 70 0% vedD, VVPL OF PEROGWEL (WVBLVED {885
CLERICHL, FARFESSIONAL) OND REASON WORK SANGT 0F ACCONPLUBNED WITKIN %0 WDUR WEEK:

SUPERVISOR 'S TVPES HAME AND iRMATURE | eave
SIENATURE OF DIYVISION CHIEF TIGHATURE OF AUTNORIZING OPs 16! 6L (OFFICE HEADY '
DATE CONGURRED ) DATE RUTHOR | ZED
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REPCET OF OVERTIME AND HOLXDAY WORK PERFORMED
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